
SUBLEASING PROCEDURES
The Housing Office keeps a list of people who need housing (“guest”) as well as those who want to 
sublease their apartment and/or room (“resident”) during the Winter/Summer Sessions.  While we will 
do our best to accommodate all requests, we are unable to make any guarantees to either party.  All 
guests must be DTS students and be eligible to live in the campus apartments or immediate family 
members of on-campus residents.   Priority must be given to students in town for Winter/Summer 
classes.

• If a sublease arrangement is made privately between the resident and guest, it is still necessary to 
obtain approval from the Housing Office.  Both parties are required to complete the appropriate 
paperwork.  Failure to obtain approval or complete forms will result in a $25 fine to the resident.

• The Housing Office will advise potential guests of any sublease opportunities based upon the 
information provided by the resident.  While the resident is still residing in their apartment, the 
potential guest will be given the resident’s information and will be requested to contact the resident 
directly.

• After the resident has left, the Housing Office will, at the resident’s request, place guests as 
appropriate and will send and e-mail notification to the resident.

• The Housing Office has set a rate that will be charged to the guest for the apartment they stay in. 
The rate is based on the number of rooms in the apartment and if there are any roommates. 
Residents may not sublease for profit.  The guest will pay the Housing Office (check, cash, money 
order, cashier’s check made payable to DTS, sorry no credit cards) for their stay when they sign 
their Sublease Agreement and then the Housing Office will deposit payment into the resident’s rent 
account as a credit.  

• The resident will determine what the guest is permitted to use (dishes, food, closet space, 
towels/sheets, etc.) and/or may need to do (water plants, feed fish, etc.) while subleasing the 
apartment and should discuss this with the guest.  There is no food plan associated with subleasing.

       (An account may be opened at the Café Koine in the Mitchell Ministries Center.)

• The guest must inform the Housing Office of the day and approximate time that they will be arriving 
for coordination with the apartment manager.  Early morning (before 8 am), late evening (after 10 
pm), or Sunday arrivals outside of the hours of 2-4 pm or 7-10 pm are not permitted, so please make 
arrangements to arrive at an appropriate time.  

• The air conditioner must be kept on during the summer as condensation accumulates if it is turned 
off.  We suggest that the thermostat be set to at least 75 degrees and have suggested that residents 
leave a reminder note in the apartment for any guests to do the same when they leave so that the 
electric bill isn’t expensive for cooling an empty apartment!  

• Both parties will need to CLEAN THE APARTMENT BEFORE LEAVING!!!!!  DTS is neither responsible 
nor liable for the condition of the apartment upon arrival of either party.  If a guest feels that the 
apartment is not clean or is too crowded with furnishings the guest is free to cancel.

**************************************************************************************



Because local students often do not know of their plans until last minute, we will not have a list of 
available subleases until close to the period of residency.  Because of this, we do not take sublease  
requests until around the first of April (for Summer) or the first of November (for Winter Intercession).

SUBLEASE REQUEST FORM

In order to sublease an apartment, please fill in the information below and return to: 
Dallas Theological Seminary

Attn:  Housing Office
3909 Swiss Ave., Dallas, TX 75204

Fax: (214) 841-3744   *  E-mail: jwells@dts.edu  *  Phone: (214) 515-3839

NAME _____________________________                         STUDENT ID# _____________________

ADDRESS __________________________                          PHONE __________________________

____________________________________                      E-MAIL __________________________

REQUESTED DATES (will be unable to process without this information in full):

Arrive:  ____ / ____ / ____, approximate time (2 hour window max):  _________

Depart:  ____ / ____ / ____, approximate time:  _________ 
(Note: another day’s charge will be assessed for departures after noon)

Number of people to occupy apartment:  ______

“Single” students only
Please mark below whether you are ok with sharing an apartment (or room) with another “single” 
student during your stay.  This could either be the current resident of the apartment or another 
sublessee who, like yourself, wants to sublease on-campus while in Dallas.  Often, this is the only way 
that we are able to accommodate multiple requests for the same dates. Please note that residents are 
only required to leave one set of keys so “roommates” may have to share keys.

If you request to have a private room or apartment, we cannot guarantee that we will be able to 
provide one.  

_____  YES, I don’t mind sharing with another “single” student

_____  NO, I DO NOT wish to share with another “single” student

mailto:housing@dts.edu

	NAME _____________________________                         STUDENT ID# _____________________
	ADDRESS __________________________                          PHONE __________________________

